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FO{IN 10{n ReportWriting

Notec of Dr. Stelwart's S-mdl - 14 April ?O10

Each studeat does a shorf report aboxt 1000 -1200 words. { we cell it madule.}

This report may be done in memo, letfsr or essay fornnal

The report will look a lot like the description of a Mechaaism or the hoces Anelysis
in erms of:

Headings
Sub-headings
Craphics
Bullcted / numbered lists

kt Act, all skills leamt inth€se assignmen6 and &e oral and writen pnrposal corne
into play.

Each studsnt will hgin his rport with enough of ao introd*ctica to establish where
this particular aspect (module) fits into the laryer re$earch. Background and
explnmtion should be there.
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There is also a thesis in this introduction.

There should be a stion on findiags (several paragraphs with graphics)

In Findings, the sudent strould comFre findings to other people's work &om years
ago, variations and cau*s ofths varintions; resFoses ofagq or gender sCIups.

There should be Conclusions. {aaaly. sis offindings}

.The conglusions aod reccmmendations should be a bulleH lisr.

GROUP RNSSARCTI SECTIONS
These are the sections rytrere the grCIup works together. The FRONT MATTER { see
handout)

ktrducti,on This has to be one ts two pages covering all the suggestions in the
handont#2" The inboduction should include the grethodolory. Cenfie the research
topic on the page; ttren md€r that the *$-heaiing of Introdu-ction is also centred,

Now put in the four individual rcports or modules.

Then after these four modules are put rq the END MATTER is put ia {see handout}

The pages for the whole docurnent are thcn set out, usitrg thc top right hafid comer if
the doc$ment is bound m thc teft hand side, {Most studsrts choos+ this style. I have
.not rrceived any rffiaryh report borsd at the top, where the pages have tobe flipped
up. In thfs case, the pgination is dons at the bottom oftlre pug. in the centre.
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ffi

ffi
Places the.visual
aid as c lose as
possible to the
point  i t  i l lustrates

Cives each visual
aid a t i t le thar
clear ly indicates
what i ts about

Uses arabic nunt
erals to number
the second and
succeeding pagr!
of  the text  in thc
upper r ight-hand
corner where the
top and r ig i t t .hand
margins meet

Makes placentcnt
of  v isual  a id t i t ler
conS I  ste nt
th roug hout
a report  (opt ionr
for placement
include above,
below, or besrdn
the visual)

Moreno opened the f i rst  nrain sect ion of  the body with a
imnortrnt  f r . t  rhOUt th^ . r rh ioct  Of rhn .^r . t ;nn T! ,  , .  ,1. .

toprc Sentence that  introduces an
, .1. , r  t r t  t l to t l .

Report Orgcrnizcriion

This reporl reviews lhe size ond composition oI Electrovision's lravel ond enter-
toinment expenses, caclyzes trends in travel costs, cnd recommends steps {or
reducing the T&E budget.

THE HIGH COSI OF TNAVELAND ENTENTAINMENT

Although mony compcnies view truvel qnd enlertdinm€nt qs dn ,,lncidentcl,,cosl
ol doing businees, the dollcrrs cdd up, At Electrovision the bill lor Eirlores, hotels,
rentcl cors, mecrls, cnd entertoinment totaled $16 millie,n ldgt y6dr, Our f*gL;d:g.t hor lncted..d by, 12-pcrcant pcr yecr tor the psit ltve ycari, Compot"J *irh
lhe-cverag€ u.s. buginerg'g trsvel expenditures, Erectrovilion's expendrrutee cre
high, Icrgely beccruse oI moncgemerit's generous policy on trcrvel benelits.

g16 Million per Year Spent on Tr<rvel snd Entertcinment

Electrovision's cnrrucl budget lor trovel ond entertainmenl is only g percent ol
scles. Becquse lhis is o relcrtively smcll expense cotegory compoiedwith such
things qs solories cnd commissions, it is tJmpting to lismiss T&E costs os
insignificcrnt. However, T&E is Electrovision s third-lcrgest controllable expense,
directly behind salqries qnd inlormotion syslems.

lg$ q:grjl:"j.vision oersonnelmode qbout 3,390 trips ol cn overcge cost per
trip. of $4J20. The typicol trip involved o round-trip Ilight oI 3,000 mile-s, meqfsqnd hotel crccommoddtions Ior two or three dcrys, cnd cr rentol ccr. Roughly
80 percent oI the tdps were mode by 20 perceni of the stqi{-top monciem"nt
ond s<rles personnel trcrveled most, oveioging lB trips per yeor.

Figure I illustrotes how the travel ond entertcinment budgel is spent. The lcrgest
cotegories qre qirlores qnd lodging, which together cccount lor $z out oI everv"

Misc.
6%

Figure I
Airfares awl kxlgittg
Ac(,unt for Over Two-Thirdr
of E I ectov i s i o n's nu v e I
qnd Entertainnent Budget

Meqls
117.
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REDUCING ELECTROVISION'S TNAVET

AND EMENTAINMENT COSTS

page
hches i f  top

bou nd )

Uses the arabic
numeral  I  for  the
f i rst  page, center ing
the number about
I  inch from the
bottom of the page
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INTBODUCTION

Eleclrovision has <rlwcys encouroged a signiliccrnt omount o{ business trcvel'

[.]i""i"g lh;i ii is an eilective wc-y ot opeicrting. To compenscrte employees lor

ifr. irr"oi.r"ti.ttce qnd stress oI tr"qutnl trips, mdnagement hqs authorized

o"r"ror" trqvel and entertcrinment iT&E) aliowonces' This philosophy hos been.

iooJ-f* 
-or"f". 

but the compony hcs poid c price. Lcst yeor Electrovision spent

iis *irr]"" 
"" 

ri}g-$z miltio" 
-bre 

thon it sPent on reseorch crnd development'

This vecrr the cost of trovel qnd entedqinment will hcve a bigge_r imp<rcl on prof-

it";;;;;;i; 
"h;;ges 

in crirlores <rnd hotel rqtes' The timing o{ these chcrnges is

,rrrtortrrrrit" becoulse ihe compqny onticipotes thct prolits will be relotively

-""f, 
foi 

" "".i.ty 
ol other re&sons. In light oI these prolit pressutes' Dennis

fvf"Wiffi"*"-VicdPresident ol Operotions, hqs qsked the accounting depcrtment

to take o closer look <rt the T&E budget.

Pu4rose, ScoPe, crnd Limitctions

The pumose ol this repod is to dnolyze the T&E budget, evdluqte the impcct oI

r.."ii"-n""s." in oirllres qnd hotel costs, ond suggest woys to tighten m.'n.'ge-

*."i1 
"""iiif "ver 

T&E expenses. Although the report outlines cr number oI steps

ihoicould reduce Electrovision's expense-, the precise lincrnciol impcrct oI these

*."""i." i" aiflicult to proiect. Thelstimotes presented in the report provide <r
;1."i g""""" 

"i.w 
o{ whot Electrovision ccn expect to sqve' Until the compcny

o"irroilv i*pt.-ents these steps, however, we won't know exoctly how much the

travel ond entertcrinment budget ccrn be reduced'

Sources cnd Methodg

In prepqring this report, the qccounting depcrtment qnqlyzed intemol expense

;;;ili;;ii.;cst iive yecrs to determine-how much Electrovision spends on

iiJu"i"nJ."t,irtoinm€;t, These ligures were lhen compqred wiih <rverqge Etdtis-

iiJJ ll-iifi] Uy Dow lones (publiJher ot The Wo_ll Slreel Journc1) ond presented

;;i;;il; ;o[;= rr"ult Indei. we qlso oncrtvzed lrends and suggestions pub-

tfgfr"ai" o i"ri"ty of businese iourndl qriicl€s to E€€ how oth€r compqni€' crr€

copi;g with the h-igh cost oI business travel'

-  Begins the intro-
duct ion by estab
l ishing the need
for act ion

Mentaons sources
and method> to
increase credi-
bi l i ty  and to give
readers a com-
plete picture of
the study's
background

ln a br ief  introduct ion such as th is one, some wri ters would omit  the subheadings within the

introduct ion and rely on topic sentences and on transi t ional  words and phrases to indicate that

r ; ; t ;*  d iscussing subjecis such as the purpose, scope, and l imi tat ions of the studv'  Moreno

J". iO"a to use heidingi  because they help readers scan the document,  Also'  to conserve space,

Moreno used single spacing and l - inch side margins'

imn^rt1nt 11.f


